DEPARTMENT OF THE ARMY

HEAOOUARTERS UNITED STATES ARMY TRAINING AND DOCTRINE COMMAND
FORT MONROE, VIRGINIA 23S51.5000

04 APR 1997

REPLY TO
ATTENTION OF

ATBO-ACA (715) (Policy Memp #97-2)

VEMORANDUM FOR Commanders, TRADOC | nstall ations, ATTN:
Directors of Contracting

SUBJECT : Contract O fload Docunentation Requirenents

1. Ref erences :

a.  Menorandum HQ TRADOC, ATBO ACA, 13 Jun 96, subj: TRADOC
Policy on Contract O floads and Econony Act O ders.

b. Menorandum HQDA, DASA-PP, 18 Mar 96, subj : Contract
Ofload Carification.

2. This menorandum establishes revised TRADOC policy of process-
ing and approving contract offloads to contracting offices
outside of TRADOC. Wdest distribution of the policy is required
to all TRADOC activities.

3. The purpose of this policy is to expedite the contracting
process for TRADOC requiring activities for the follow ng types
of offl oads:

a. Contract offloads outside of TRADOC, but within the Arny.
b. Contract offloads within DoD, but not within the Arny.
¢c. Contract offloads to non-DoD contracting activities.

4, The decision and responsibility for obtaining supplies and
services fromother than the assigned responsible contracting
office rests with the commander, director, or chief of the
requiring activity. Coordination/notification with the assigned
responsi ble contracting office is required. The requirenment for
contracting coordination will be satisfied when the requiring
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activity notifies their assigned responsible contracting office
by menorandum providing the follow ng information:

a. Contract offloads within the Arnmy (interagency orders)
requi re a menorandum (see exanple format at Enclosure 1) to the
assi gned responsi ble contracting office containing the follow ng:

(1) A brief description of the product or service
required.

2) The nanme of the contracting office receiving the
of fl oaded requirenent.

(3) The anopunt and duration of the intended offload, and
whet her the offload will be recurring.

(4) Hownmuch wll be paid to the contractor.

(5) How much will be paid to the receiving contracting
office in service charges.

(6) The reason for the offl oad.

(7) The signature of the commander/director (O 6 or
equivalent civilian) of the requiring activity.

b. Contract offloads within DoD, but not within the Arny
(intra-DoD contract offloads) require a Determnation and Fi ndi ng
(D&F) signed by a contracting officer and |egal advisor (see
exanple format at Enclosure 2) . The D&F should contain the

fol | ow ng:

(1) A brief description of the product or service
required.

(2) The nane of the contracting office receiving the
of f| oaded requirenent.
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(3) The ampunt and duration of the intended offload and
whet her the offload wll be recurring.
(4 How nmuch will be paid to the contractor.

(55 How much will be paid to the receiving contracting
office in service charges.

(6) The reason for the offload (i.e., tine, cost
savings, or technical expertise)

(7)  The signature of the director of the requiring
activity.

(8) Contracting officer signature.
(9) Legal advisor signature.

c. Econony Act contract offloads outside of DoD require a
D&F signed by a contracting officer and | egal advisor (see

exanple format at Enclosure 3) . A general officer or SES nust
sign as the approving official. The D&F should contain the
fol | ow ng:

(1) A description of the product or statenent of work
for services required.

(2) The name of the contracting office receiving the
of f-1 oaded requirenent.

(3) The anpunt and duration of the intended offload, and
whet her the offload will be recurring.

(4) How much will be paid to the contractor.

(5 Howmuch will be paid. to the receiving contracting
office in service charges.
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(6) A cost conparison docunenting the total cost
conpared to using the assigned responsible contracting office.

(7)  The reason for the offload (i.e., tine, cost
savings, or technical expertise)

(8) The signature of the director of the requiring
activity.

(99 Contracting officer signature.
(10) Legal advisor signature.

(11)  Approving official, nust be a general officer or
SES in the chain of conmand of the requiring activity.

5. Automated data processing equi pnent (ADPE) and services that
are within the definition of Federal Information Processing (FIP)
requi re additional coordination with the DOM and/or the TRADOC
DCSI M It is the responsibility of the requiring activity to
coordinate with the appropriate offices prior to the MPR of
TRADCC funds.

6. Each TRADOC contracting office will be responsible for
maintaining a file of offloaded requirenents, and providing
HQ TRADOC an annual report within 30 cal endar days after the end
of each fiscal year. Subject offload report will be for all off-
| oads and will identify the follow ng:

a. Total nunber of actions offl oaded.

b. Total ampbunt of noney offl oaded.

c. Total amount spent in service charges.
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7. POC is R chard D xon, DSN 680-2584/conmmercial (757) 727-2584.

Principal Assistant
Responsi ble for Contracting

FOR THE COWWANDER



Encl osure 1. SAMPLE OF MEMORANDUM TO ASSI GNED RESPONSI BLE
CONTRACTI NG OFFI CE.

MEMORANDUM FOR Directorate of Contracting

SUBJECT :  Wthin Arny Contract O fl oad

1. Ref erences :

a.  Menorandum HQ TRADOC, ATBO ACA, 7 Mar 97, subj :
Contract O fload Docunentation Requirenents.

b. Menorandum HQ TRADOC, ATBO ACA, 13 Jun 96, subj : TRADOC
Policy on Contract O floads and Economy Orders.

¢c. Menorandum HQDA, DASA-PP, 18 Mar 96, subj: Contract
Ofload Carification.

2. This requirenent is for internet classroominstruction.

3. The Directorate of Contracting at Fort . VA, has
agreed to accept this requirenent.

4,  The total anount being MPRed in support of this requirenent
is $ for three days of instruction. Canp Swanpy antici-
pates a recurring need for three classes each year for the
foreseeable future.

5. The ampbunt paid to the contractor is g
6. A service charge of $ wi Il be paid to the Fort
Contracting Office for issuing a delivery order against this

service contract.

7. The Fort VA, Contracting O fice has an existing
contract in place.

FOR THE COMMANDER:

JOHN Q SM TH
Col onel, General Staff
Director, Training and Pl anning



Encl osure 2. SAMPLE OF MEMORANDUM TO ASSI GNED RESPONSI BLE
CONTRACTI NG OFFI CE FOR DETERM NATI ON AND FI NDI NG

MEMORANDUM FOR Directorate of Contracting

SUBJECT : W thin DoD Contract O fl oad

1. Ref er ences:

a. Menor andum HQ TRADCOC, ATBO ACA, 7 Mar 97, subj:
Contract O fload Documentation Requirenents.

b.  Menorandum HQ TRADOCC, ATBO ACA, 13 Jun 96, subj: TRADCC
Policy on Contract O floads and Econony Orders.

C. Menorandum HQDA, DASA-PP, 18 Mar 96, subj: Contract
Ofload darification.

2. This requirenent is for three classes on the use of the

i nternet. Contractor wll provide witten course materials and
instructor for three 7-hour training sessions during the week of
19 July 1997. Casses will be held at the Canp Swanpy Trai ni ng
Center, Building 1, Room 101, from 0830 to 1630. Canp Swanpy
w || provide conmputers using “Netscrap” as the browser.

3. The Directorate of Contracting at Fort , VA has
agreed to accept this requirenent.

4, The total amount being MPRed to Fort , VA, office
in support of this requirenent is $ for three days of

instruction. Canp Swanpy anticipates a recurring need for three
cl asses each year for the foreseeable future.

5. The amount paid to the contractor is $

The Fort VA, Directorate of Contracting charges

$ in service charges to issue a delivery order against
their service contracts.




7. The Fort VA, contracting office has an
existing contract in place. Use of this contract will assure
that required training will occur on the date required. The
Fort VA, contacting office has extensive experience in
sel ecting and awarding internet training contracts to highly
skilled and dependable contractors at reasonable prices.

8. Coor di nati on:

JANE JONES  (Concur/ Nonconcur) JAMES GREEN  ( Concur/ Nonconcur)
Contracting Oficer Attorney Advi sor
Dir of Contracting Ofice of the JAG

Contract Law D vision

FOR THE COVVANDER:

JOHN Q SM TH
Col onel, GCeneral Staff
Director, Training and Planning



Encl osure 3. SAMPLE OF MEMORANDUM TO ASSI GNED RESPONSI BLE
CONTRACTI NG OFFI CE FOR DETERM NATI ON AND FI NDI NG,

MEMORANDUM FOR Directorate of Contracting

SUBJECT :  Economy Act Inter-Agency Contract Ofl oad

1. Ref er ences:

a.  Menorandum HQ TRADCC, ATBO ACA, 7 Mar 97, subj
Contract O fl oad Docunentation Requirenents.

b.  Menorandum HQ TRADCC, ATBO-ACA, 13 Jun 96, subj: TRADOCC
Policy on Contract O floads and Econony O ders.

c. Menorandum HQDA, DASA-PP, 18 Mar 96, subject: Cont r act
Ofload Carification.

2. Statenment of Work.

a. This requirenent is for three classes on the use of the
internet. Contractor will provide witten course materials for
20 students per class and instructor for three 7-hour training
sessions on 20, 21, and 22 July 1997. Casses will be held at
the Canp Swanpy Training Center, Building 1, Room 101, from 0830
to 1630. Canp Swanmpy will provide conputers with “Wngos 3.11
operating systenf using “Netscrap” as the browser.

b. Admnistrative. I nstructors will adjourn class between
1130 and 1230 for lunch and provide a 10 m nute break each hour.
I nstructor will be responsible for collecting a sign-in sheet to
reflect the nanmes of all attendees and collect, on the first day
of class, a DD Form 1556 from each attendee. |Instructor wll
refer attendees without a DD Form 1556 to the ‘Canp Swanpy
training coordinator in Building 1, Room 202.

c. Content. The course will cover |og-on procedures to the
i nternet through the DDN using the above nentioned browser, the
use of key word topical search engines, sending and receiving
electronic mail, the statutory guidance on use of internet by
government enpl oyees, and include Canp Swanpy DO M policy on
internet use for other than official business.



3. The contracting office at Fort VA, has agreed to
accept this requirenent.

4,  The total amount being MPRed to Fort . VA
contracting office in support of this requirement is $ for
three days of instruction. Canp Swanpy anticipates a recurring
need for three classes each year for the foreseeable future.

5. The ampunt paid to the contractor is $
6. The Fort , VA, contracting office charges $

in service charges to issue a delivery order against their
service contracts.

7. The Fort , VA, contracting office has an existing
contract in place. Use of this contract will assure that
required training will occur on the date required. The Fort

VA, contracting office has extensive experience in
selecting and awarding internet training contracts.

8. Cost Analysis. The DA M has provided a technical estimte
used for the basis in developing the follow ng |IGCE

a. Course material devel opnment:

Lesson Plan and Student Guide Devel opnment 200 hours (@
GS 11/5 + 30% fringe = $25 per hour) $25 X 200 = $5, 000. 00.

“Safe Conputing Practices on the Internet” Dol
Publ i shing, NY, NY, 1996 @ $12.50 per copy, 20 students, three
sessions. $12.50 X 20 X 3 = $720. 00.

Printing cost for handouts @O 05 per page, 50 pages
per student. $0.05 x 20 x 3 = $3.

Acet ate overhead vi ewgraphs, 50 viewgraphs with card-
board frame @ $2.00 each. 50 x $2.00 = $100. 00.

b. dassroom Instructor.

GS 11/5 instructor, 24 hours instruction tine. $25.00 X
24 = $600. TOTAL I GCE = $6, 423.00
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9. The Canp Swanpy DOC does not have an existing contract for
internet training. The DOC has advised that to devel op and
solicit a new contract would take 100 hours of DOC tine at an
estimted |abor cost of $2,500.00. The DOC has stated that the
contractor cost of $2,000.00 for the stated requirement is
reasonabl e. I f this requirenent were awarded by the | ocal DOC,
the total cost to Canp Swanpy woul d be about $4,500.00. The DOC
has stated that award coul d be nmade by 20 June 1997, assum ng
there are no protests.

10. The total cost of this Econony Act Order contract offload is
$2,250.00 and represents the nost economical alternative for
achieving the m ssion.

11. Coor di nati on:

JANE JONES  (Concur/ Nonconcur) JAMES GREEN  (Concur/ Nonconcur)
Contracting Oficer Att orney Advi sor
Dir of Contracting Ofice of the JAG

Contract Law Division

FOR THE COMVANDER:

JOHN Q SM TH
Col onel, General Staff
Director, Training and Pl anning

APPROVI NG OFFI CI AL:

AMOS B. RITE
Bri gadi er Ceneral




